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EXHIBIT A    CONTRACT VA-080612-EEI 

EEI Communications, in Alexandria, Virginia, is uniquely qualified to assist State of Virginia agencies in preparing accessible 

electronic communication. At EEI Communications, we have a thriving practice in outsourced accessibility compliance implementation, 

compliance auditing, and maintenance. People with disabilities who use assistive technologies to interact with computer-based 

information can utilize those tools only if the document, Web site, or other communication incorporates specific design and programming 

attributes. 

MS Word Documents 

EEI can assist agencies with guidelines for preparation of MS Word documents for optimal accessibility as well as assess and 

remediate legacy documents. Below are some of the key elements necessary to create MS Word documents that are optimized for user-

assistive technologies:  

• Providing alternative text to describe images 
• Providing alternate text and a text description for charts and graphs 
• Creating accessible data tables 
• Creating an accessible document structure 
• Formatting text as an enhancement, not as the only way to convey information 
• Using color as an enhancement, not as the only way to convey information 

 

MS PowerPoint Documents 

MS PowerPoint documents typically include elements that are not properly structured for accessibility purposes. When creating 

or assessing such documents, or during the remediation process, consideration must focus on their visual aspects and structure. 

Presentations often include graphic representations of ideas that may not convey meaning to users of assistive technology. To make 

PowerPoint presentations accessible, we consider the following possibilities: 
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• Converting the document to PDF format 
• Converting the document to MS Word 
• Providing closed captions and audio descriptions for embedded multimedia 
• Creating a plain text alternative 

 

PDF Documents 

Documents distributed in PDF format can be made accessible via various methods. Adobe Acrobat Professional has built-in 

accessibility tools to assist in making existing PDF documents accessible, as well as tools for verifying the level of compliance. Third-

party software that adds functionality to Adobe Acrobat is beneficial for preparing compliant documents in PDF format. Because most 

PDF documents are created in other software, best practices in the source application can make the adaptation process more efficient. 

 

HTML Documents 

At EEI, we use our extensive experience and expertise to enable Web pages to function with assistive devices. As with all 

electronic communications methods, it is desirable to create these documents with accessibility in mind so that minimal effort is required 

to achieve compliance. When best practices are not observed during the page creation process, a careful analysis is necessary to 

determine the level of effort suitable for each HTML page. Below are some key considerations for compliant HTML pages: 

• Providing closed captions and audio descriptions for embedded multimedia 
• Analyzing the use of color  
• Checking compliance for various disabilities, including vision impairment, hearing impairment, and mobility impairment 
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DETAILED DESCRIPTION OF PROPOSED SOLUTION 

Please see Appendix A for additional information on the EEI Team comprehensive solution.  

# Requirement A  
(Y/F/N) 

B  (comments) 

Category 4:  Services which aid in making users’ access to software applications and operating systems compliant 
 
These are services that help agencies bring their electronic and information technology (E&IT) software applications and operating systems into 
compliance with Virginia’s Information Technology Accessibility Standard (GOV103-00) (or to create new compliant software applications). Such services 
include (but are not limited to): 
• Analysis of existing applications and operating systems for compliance and creation of detailed reports regarding missed requirements 
• Correcting compliance problems in existing applications 
 
For each service you offer please price out the service (i.e. remediation, training, etc.) in the cost section. 
 
(Note: Web applications are addressed in category 5.) 
 
1.  Do you provide IT accessibility reports? Y We provide a variety of reports in support of Category 4  including:  

 
• Section 508 Assessment Findings (Summary) Report 
• Section 508 Assessment Findings (Detailed) Report 
• Section 508 Assessment Recommendations Report 
• Visual Inspection Report 
• Section 508 Standards Violations Matrix 
• Accessibility Problem Prioritization Report 
• Section 508 Screen Catalog Report 
 
NOTE: See Appendix A for further description of reports 

PAGE 3 OF 10 



EXHIBIT A    CONTRACT VA-080612-EEI 

2a 
 
2b 
 
 

Can you identify non compliance in software 
applications and operating systems? 
 Do you perform remediation, to implement the 
requirements in the Virginia IT Accessibility 
Standard? 
 
Identify the application languages and operating 
systems you can identify for remediation, remediate, 
or both. 

Y Our services include support for problem identification and remediation. We 
have the capability to identify and remediate problems associated with 
Windows operating systems such as Windows 2000, XP, and Vista. Application 
language support includes C/C++, Visual Basic, and JAVA.  
 
We typically ONLY perform identification for remediation analysis; however we 
have engaged operating system vendors to assist in client remediate activities.  
 

a. 
. 

What items are included in a report regarding 
accessibility issues with an application or operating 
system? 
 

Y Our reports include the following items:  
 

• Area of Accessibility Problems – Visual Inspection 
• Area of Accessibility Problems – using Screen Reader  
• Section 508 Standard Violated 
• Overview of Problem(s) 
• Detailed Findings w/Screen and Code Examples 
• Remediation Recommendations with Examples 

b. 
. 

Would the report tell developers where in the code 
the problem lies? 
 
Please provide a sample report detailing the 
accessibility issues. 

Y Our reports will identify code-related 508 problems including code module 
name and module line number(s).  

5 Do you offer training to developers in how to create 
IT accessible applications? 
 
Please describe. 

Y We offer specific training to developers covering the following topics:  
 

• Section 508 Standards Training – includes a general overview of Section 
508 and detail discussions on each standard under the Software and 
Operating System (1194.21) standards.  

• Section 508 Evaluation Training – includes specific evaluation and test 
techniques used to avoid compliance violations with Virginia 
Information Technology Accessibility Standard.  

• Section 508 Tools Training – specific training to used manual and 
automated testing tools during development and unit test activities.  
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6 Do you have any other services or critical pieces of 
your service that we have not addressed in the above 
questions? 
 
Please describe. 

Y Program Services: Our team is prepared to develop a compliance program 
strategy and plan(s) to achieve and maintain an acceptable level of compliance 
with the VITA Standard for all software application(s) and procurement 
activities. Our program plan will outline the approach, resources needed, staff 
participation, and timeframes to address all EIT developed and procured under 
VITA and other public bodies. Three program stages will be used to implement 
the “Roadmap to Compliance”. These stages are Discovery, Assessment and 
Evaluation, and Remediation and Monitoring.  
 
In accordance with program deliverable schedules, the “e-VITA Partnership 
(eVP)” strategy will be focused on moving the compliance program forward to 
be compliant with the law by identifying and addressing current and future 
application software releases, associated COTS products, system interfaces, 
hardware, supporting documentation delivered using EIT, and the 
implementation of program processes supportive of the VITA Standard. 
 
Accessibility Lab Services: Our team can establish an Accessibility Lab 
equipped with the necessary tools and services required to implement a formal 
assessment and evaluation test environment for testing Section 508 
compliance. As new custom applications and COTS products are being 
evaluated for a production environment, this lab will be used to test emerging 
technologies and identify potential problems and solutions to non-compliant 
products.   
 
Custom Training and Mentoring: Our team can provide custom classroom 
training, on-site mentoring to design/development teams, development of 
online web-based training, and supplemental accessibility tool training.  
 
Evaluation and Monitoring Services: Our team can provide services that 
continually monitor compliance on software and COTS products. These services 
can be requested periodically to achieve an independent evaluation of certain 
products in order to assess the overall success of the eVP Compliance Program.   
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# Requirement A  
(Y/F/N) 

B  (comments) 

Category 5:  Services which aid in making users’ access to Web sites and Web applications compliant 
 
These are services that help agencies bring their web sites and web applications in to compliance with Virginia’s Information Technology Accessibility 
Standard (GOV103-00) or that help agencies create new compliant pages and sites. Such services include (but are not limited to): 
• Testing and reporting on the compliance of existing pages 
• Updating existing pages to be compliant 
• Providing training to agency Web developers in creating compliant pages and applications 
 
For each service you offer please price out the service (i.e. remediation, training, etc.) in the cost section. 
 
1. Does your service identify for remediation or remediate or 

both in order to implement the requirements in the Virginia 
IT Accessibility Standard? 
 
Identify the application languages and operating system you 
can identify for remediation, remediate, or both. 
 
 

Y Our services include support for problem identification and 
remediation. We have compliance identification expertise in web-
based applications.  
 
Application language support includes HTML, XML, Javascript, ASP, and 
JAVA on J2EE applications and .NET applications.  
 
We typically perform identification for remediation and remediate 
activities.  

2. Do you analyze or create “back end” code (e.g. for example 
help remediate problems in server-side code that caused the 
HTML to be non-compliant)? 
 
Please list the languages and/or development environments 
you work in. 
 

Y Our services include analyzing and creating code on front-end and 
back-end server code. Back-end code analysis includes support for: 
 
J2EE environment – using XML, JAVA, SQL, and Javascript on 
Websphere and Apache server(s) 
 
.NET environment – XML, ASP, SQL, and VBScript on Microsoft IIS 
servers 
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3. Do you provide accessibility reports? 
 
What items are included in a report regarding accessibility 
issues with a Web application or Web site? 
Would the report tell developers where in the code the 
problem lies? 
 
Please provide a sample report detailing the accessibility 
issues. 

 In addition to the standard reports from Accessibility Automated Test 
Tools (e.g. HiSoftware, etc.) we provide a variety of custom reports 
including:  
 
• Section 508 Assessment Findings (Summary) Report 
• Section 508 Assessment Findings (Detailed) Report 
• Section 508 Assessment Recommendations Report 
• Visual Inspection Report 
• Screen Reader Test Results  
• Section 508 Standards Violations Matrix 
• Accessibility Problem Prioritization Report 
• Section 508 Screen Catalog Report 
 
Please see a sample report in Appendix B.  

4. Do you offer training to developers in how to create IT 
accessible Web applications and/or Web sites? 
Please describe. 
 

Y We offer specific training to web developers covering the following 
topics:  
 
• Section 508 Standards Training – includes a general overview of 

Section 508 and detail discussions on each standard.  
 
• Section 508 Web/Application Design Training – includes specific 

design techniques used to avoid compliance violations with Virginia 
Information Technology Accessibility Standard. 

 
• Section 508 Evaluation Techniques Training – includes specific 

evaluation and test techniques used to avoid compliance violations 
with Virginia Information Technology Accessibility Standard. 

 
• Section 508 Accessibility Tools Training – specific training to 

used manual and automated testing tools during development and 
unit test activities. 
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5. Do you have any other services or critical pieces of your 
service that we have not addressed in the above questions? 
 
Please describe. 

Y Program Services: Our team can develop a compliance program 
strategy and plan(s) to achieve and maintain an acceptable level of 
compliance with the VITA Standard for all web-based application(s). 
Our program plan will outline the approach, resources needed, staff 
participation, and timeframes to address all web-based EIT developed 
and procured under VITA and other public bodies. Three program 
stages will be used to implement the “Roadmap to Compliance”. These 
stages are Discovery, Assessment and Evaluation, and Remediation and 
Monitoring.  
 
In accordance with program deliverable schedules, the e-VITA 
Partnership (eVP) strategy will be focused on moving the compliance 
program forward to be compliant with the law by identifying and 
addressing current and future web application software releases, 
associated COTS products, system interfaces, hardware, supporting 
documentation delivered using EIT, and the implementation of 
program processes supportive of the Virginia Information Technology 
Accessibility Standard.   
 
Accessibility Lab Services: Our team can establish an Accessibility Lab 
equipped with the necessary tools and services required to implement 
a formal assessment and evaluation test environment for testing 
Section 508 compliance. As new custom web-based applications and 
COTS products are being evaluated for a production environment, this 
lab will be used to test emerging technologies and identify potential 
problems and solutions to non-compliant products.   
 
Custom Training and Mentoring: Our team can provide classroom 
training, on-site mentoring to design/development teams, 
development of online web-based training, and supplemental 
accessibility tool training.  
 
Evaluation and Monitoring Services: Our team can provide services 
that continually monitor compliance on software and COTS products. 
These services will be requested periodically to achieve an 
independent evaluation of certain products in order to assess the 
success of the eVP Compliance Program.   
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# Requirement A  
(Y/F/N) 

B  (comments) 

Category 6:  Services which aid in making users’ access to electronic documents compliant 
 
These are services that help agencies that help agencies make existing and future common electronic documents compliant with Virginia’s 
Information Technology Accessibility Standard (GOV103-00). Common electronic documents include: 
      1. Portable Document Format (PDF) 
      2. Word documents 
      3. PowerPoint presentations 
      4. Excel spreadsheets 
      5. Others 
 
A given vendor need not cover all document types. Remediation might entail creating an accessible alternative format instead of making the 
original document compliant. Services include (but are not limited to):  
• Testing and reporting on the compliance of existing documents 
• Updating existing documents so they become compliant (or creates alternate accessible versions) 
• Providing training to agency developers and content providers in creating compliant documents 
 
For each service you offer please price out the service (i.e. remediation, training, etc.) in the cost section. 
 
 
1 Do you address more than one type of electronic 

document? 
 
What document types do your services address? 

Y Our team can address 508 compliance in PDF and HTML documents.  

2 List the document types you can identify for 
remediation, remediate, or both. 
 
Please describe. 

Y We remediate PDF and HTML documents.  

3 Do you provide reports on encountered 
accessibility issues? 
 
What items are included in a report regarding IT 
accessibility issues with documents? 
 
Please provide a sample report detailing the 
accessibility issues. 

Y Reports include details regarding document structure, alternative text for 
photos and figures. Please see Appendix B for sample report.  

PAGE 9 OF 10 



EXHIBIT A    CONTRACT VA-080612-EEI 

PAGE 10 OF 10 

4 Do you offer training in how to create IT accessible 
documents or training in how to make existing 
documents IT accessible? 
 
Please describe. 

Y EEI offers customized training on accessibility as well the following regularly 
scheduled classes: Adobe Acrobat Section 508 Accessibility Training (1-day, 
PC or Mac) and Accessible Web Design Training. (1-day, PC or Mac) 

5 Do you have any other services or critical pieces of 
your service that we have not addressed in the 
above questions? 
 
Please describe. 

Y EEI has created customized solutions and applications for structured 
document production, streamlining 508 document creation. This includes an 
application which produces accessible HTML tables from Excel files virtually 
automatically, enabling agencies to produce accessible documents 
economically. 

 



EEI Communications Exhibit B 
PRICING 

Labor Categories in Original Proposal Highlighted in Yellow

Category 4: Services which aid in making users’ access to software applications and operating systems compliant

Labor Category Hourly Rate Daily Rate Description of Services
Project Manager $96.80 $774.40 In Support of all Services in Task 4
Project Coordinator $83.52 $668.16 Program Services Only
Sr. Consultant/Analyst $75.00 $600.00 Evaluation and Assessment, Remediation and Monitoring
Consultant/Progammer Analyst $65.00 $520.00 Evaluation and Assessment, Remediation and Monitoring

Jr. Analyst $55.00 $440.00 Accessbility Lab, Indepent Verification and Validation 

Administrative $42.30 $338.40 Program Servcies Only

Category 5: Services which aid in making users’ access to Web sites and Web applications compliant

Labor Category Hourly Rate Daily Rate Description of Services
Web Project Manager $89.00 $712.00 In support of XHTML, Flash, CSS, Javascript, etc projects
Web Site Designer (508/Accessibility Specialist) $89.00 $712.00 (XHTML, Flash, CSS etc.)
Web Site Programmer Developer (508/Accessibility 
Specialist) $99.00 $792.00 (XHTML, Flash, Actionscript, Javascript, .NET, PHP, Java, etc.)
Multimedia QA/Testing Specialist (508/Accessibility 
Specialist) $69.00 $552.00 (XHTML, Flash, Actionscript, Javascript, .Net, PHP, Java, CSS, etc.)
Copyeditor (508/Accessibility Specialist) $39.00 $312.00 (XHTML, Flash, Actionscript, Javascript, .Net, PHP, Java, CSS, etc.)
Substantive Editor (508/Accessibility Specialist) $59.00 $472.00 (XHTML, Flash, Actionscript, Javascript, .Net, PHP, Java, CSS, etc.)
Writer (508/Accessibility Specialist) $79.00 $632.00 (XHTML, Flash, Actionscript, Javascript, .Net, PHP, Java, CSS, etc.)

Category 6: Services which aid in making users’ access to electronic documents compliant

Labor Category Hourly Rate Daily Rate Description of Services
Project Manager $69.00 $552.00 In support of Word, Excel, Powerpoint, and PDF projects
Desktop Publisher (508/Accessibility Specialist) $59.00 $472.00 Word, Excel, Powerpoint, PDFs
Graphic Designer (508/Accessibility Specialist) $69.00 $552.00 Word, Excel, Powerpoint, PDFs
Art Director (508/Accessibility Specialist) $89.00 $712.00 Word, Excel, Powerpoint, PDFs

Publications Production QC (508/Accessibility Specialist) $39.00 $312.00 Word, Excel, Powerpoint, PDFs
Copyeditor (508/Accessibility Specialist) $39.00 $312.00 Word, Excel, Powerpoint, PDFs
Substantive Editor (508/Accessibility Specialist) $59.00 $472.00 Word, Excel, Powerpoint, PDFs
Writer (508/Accessibility Specialist) $79.00 $632.00 Word, Excel, Powerpoint, PDFs
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EXHIBIT D – STATEMENT OF WORK TEMPLATE 
 

EXHIBIT D 
CONTRACT NUMBER VA-080612-EEI 

BETWEEN 
VIRGINIA INFORMATION TECHNOLOGIES AGENCY 

AND 
EEI Communications 

 
Exhibit D is hereby incorporated into and made an integral part of Contract Number VA-080612-EEI 
(“Contract”) between the Virginia Information Technologies Agency (“VITA” or “Commonwealth” or 
“State”) and EEI Communications (“Supplier”).  
In the event of any discrepancy between this Exhibit D and Contract No. VA-080612-EEI, the provisions 
of Contract No. VA-080612-EEI shall control. 
 
[Note: Instructions for using this template to draft a Statement of Work are in gray. These instructions 
should be deleted after the appropriate text has been added to the Statement of Work. Contractual 
language is not in gray and should remain in the document. Text that is highlighted in blue is contractual 
language that is variable based on the nature of the project. Text that is highlighted in green is deemed 
non-negotiable and may not be modified by the Authorized User without VITA’s consent.] 
 
[Authorized User should delete the title “Exhibit D – Statement of Work Template” prior to issuing this 
SOW.] 

STATEMENT OF WORK 
 
This Statement of Work is issued by Authorized User, hereinafter referred to as “Authorized User”. The 
objective of the project described in this Statement of Work is for the Supplier to provide the Authorized 
User with [describe the services] services (“Services”). 
 

1. PROJECT SCOPE AND REQUIREMENTS 
Provide information on the scope of the project and the Authorized User’s requirements for this 
particular engagement including: 

i). [For SOWs issued under an Advanced IT Resources contract, Authorized User MUST 
include:] Approved IT Agency Procurement Request (APR) number 

ii). Project Name 
iii). general description of the Services 
iv). project boundaries 
v). Authorized User-specific requirements 
vi). special considerations for implementing technology at Authorized User’s location(s) 
vii). other characteristics of this project that must be addressed to insure the success of the 

engagement 

2. ADDITIONAL CONTRACT SERVICES TO SUPPORT THE REQUIREMENTS 
A. Training and Knowledge Transfer 

Provide an overview of training services to be provided to the Authorized User and any special 
requirements for specific knowledge transfer to support the Authorized User’s successful 
utilization of Service Deliverables. 

Services SOW v01 Exhibit D Template (2).doc  Page 1 of 6 
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B. Support 
Document the level of support, as available under the Contract, required by the Authorized User 
to utilize the Service Deliverables. This may include conversion support, legacy system 
integration, transition assistance, or other specialized consulting. 

3. PROJECT EVENTS AND TASKS 
Provide a high-level overview of project events and tasks to be accomplished to perform the required 
Services. 

4. PERIOD OF PERFORMANCE 
The period of performance for Services shall be [start date] to [end date] and may be extended, 
pursuant to and unless otherwise specified in the Contract.  

5. PLACE OF PERFORMANCE 
Tasks associated with this engagement will be performed at the Authorized User’s location(s) in 
____________________, Virginia, at Supplier’s location(s) in Wherever, or other locations as 
required by the effort. 

6. MILESTONES, DELIVERABLES, PAYMENT SCHEDULE, AND HOLDBACKS 
The following table identifies milestone events and deliverables, the associated schedule, any 
associated payments, any retainage amounts, and net payments.   

  
Milestone 

Event 
Deliverable Schedule Payment Retainage Net Payment 

Project kick-off 
meeting 

--- Execution + 5 
days 

--- --- --- 

Site survey Site survey 
report 

Execution + 10 
days 

--- --- --- 

Draft of 
requirements 

Requirements 
draft 

Execution + 20 
days 

   

Final 
documentation 
of requirements 

Final 
requirements 
document 

Execution + 20 
days 

--- --- --- 

Training Training manual Execution + 30 
days 

   

Customer 
training 

--- Execution + 30 
days 

   

Project 
completion 

Final report Execution + 45 
days 

   

 
The total price for Services shall not exceed $US XXX. 

Supplier’s invoices shall show retainage of ten percent (10%). Following completion of Services, 
Supplier shall submit a final invoice to the Authorized User, for the final milestone payment amount 
plus the total amount retained by the Authorized User. 

Required Deliverables are as follows: [Provide a description of all Deliverables for this engagement.] 

i). Site survey report: 
ii). Requirements draft 
iii). Final requirements document 
iv). Training manual 

In addition, Supplier will provide copies of any briefing materials, presentations, or other information 
developed to support this engagement.  
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Any inventions, combinations, machines, methods, formulae, techniques, processes, improvements, 
software designs, computer programs, strategies, specific computer-related know-how, data and 
original works of authorship discovered, created, or developed by Supplier, or jointly by Supplier and 
an Authorized User(s) in the execution of this Statement of Work shall be deemed Work Product. 
Configuration of software shall not be deemed Work Product. All provisions of the Contract regarding 
Work Product shall apply to this Statement of Work. 

If travel expenses are not included in the fixed price of the Services, such expenses shall be 
reimbursed in accordance with Commonwealth of Virginia travel policies as published by the Virginia 
Department of Accounts 
(http://www.doa.virginia.gov/procedures/adminservices/capp/pdfdocs/20335.pdf). 

7. TESTING AND ACCEPTANCE  
A. User Acceptance Test Plan 

Acceptance Criteria for Deliverables will be based on the Requirements set forth in Contract 
Exhibit A and Section 1 of this Statement of Work. Supplier shall design a written User 
Acceptance Test (UAT) Plan, acceptable to the Authorized User, which will ensure that all of the 
functionality required for the Deliverables been delivered. Supplier will provide the Authorized 
User with a detailed Acceptance check-list based on the Requirements. The UAT Plan, including 
the Acceptance check-list, will be incorporated as Attachment 1 to this Exhibit D-X. 

B. Review / Testing of Deliverables 
Following delivery / performance / completion of each Deliverable, on-site review/testing shall be 
conducted in accordance with the Acceptance test provisions of the Contract and the UAT Plan. 
The Authorized User shall provide Supplier with reasonable access to its premises, proper 
environmental and site conditions, any required test data in proper format, and the cooperation of 
its staff and any other contractors to assist Supplier during testing of the Deliverable. 

C. Deliverable Acceptance Receipt 
Each Deliverable provided by Supplier under this Statement of Work will be delivered to the 
Authorized User with a Deliverable Acceptance Receipt. This document will describe the 
Deliverable and provide the Authorized User’s Project Manager with space to indicate if the 
Deliverable is accepted, rejected, or partially accepted. For partially accepted Deliverables, the 
Authorized User’s Project Manager shall list on the Deliverable Acceptance Receipt any 
deficiencies that must be corrected in order for the Deliverable to be accepted by the Project 
Manager. The Project Manager will have five (5) days, or such longer period as mutually agreed 
to by the Supplier and the Authorized User in advance, from the completion of review/testing to 
provide Supplier with the signed Acceptance Receipt. If no material variances from the 
Requirements are identified within such time period, the Deliverable shall be deemed accepted by 
the Authorized User. 

D. Correction of Defects 
Correction of defects and Cure Period shall be in accordance with the applicable provisions of the 
Contract. Supplier shall not be required to correct minor imperfections or defects that do not 
materially impair the operation or quality of the Deliverable.  

8. ASSUMPTIONS AND PROJECT ROLES AND RESPONSIBILITIES 
This section contains assumptions specific to this engagement. 

State assumptions here. 

The following roles and responsibilities have been defined for this engagement: 

 
(Sample Responsibility Matrix) 

 
Responsibility Matrix Supplier Authorized 

User 
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Infrastructure – Preparing the system infrastructure that meets the 
recommended configuration defined in Section 2B herein 

 √  

Server Hardware   √  
Server Operating  √  
Server Network Connectivity   √  
Relational Database Management Software (Installation and 
Implementation) 

 √  

9. SECURITY REQUIREMENTS 
Provide (or reference as an Attachment) Authorized User’s security requirements. For any individual 
Authorized User location, security procedures may include but not be limited to: background checks, 
records verification, photographing, and fingerprinting of Supplier’s employees or agents. Supplier 
may, at any time, be required to execute and complete, for each individual Supplier employee or 
agent, additional forms which may include non-disclosure agreements to be signed by Supplier’s 
employees or agents acknowledging that all Authorized User information with which such employees 
and agents come into contact while at the Authorized User site is confidential and proprietary. Any 
unauthorized release of proprietary information by the Supplier or an employee or agent of Supplier 
shall constitute a breach of the Contract. 

At a minimum, Supplier shall adhere to all of VITA’s standard security requirements. 

10. PERSONNEL [THIS SECTION IS OPTIONAL] 
A. Key Personnel 

Supplier acknowledges and agrees that Authorized User selected Supplier, and is entering into 
this Statement of Work, because of the special qualifications of certain of Supplier’s personnel 
(“Key Personnel”) identified below.  
[Insert names and titles or Key Personnel] 
Supplier’s Key Personnel shall not delegate performance of their powers and responsibilities with 
respect to this SOW to another Supplier employee(s) without the prior written consent of the 
Authorized User. Further, Supplier shall not re-assign or transfer the Key Personnel to other 
duties or positions such that the Key Personnel are no longer available to provide the Authorized 
User with their expertise, experience, judgment, and personal attention, without the Authorized 
User’s prior written consent to such re-assignment or transfer, which Authorized User shall not 
unreasonably withhold. Notwithstanding the foregoing, Supplier may replace Key Personnel 
without Authorized User’s consent in the event any Key Personnel are no longer available due to 
death, illness or termination of employment with Supplier. 
In the event Supplier requests that the Authorized User approve a re-assignment or transfer of 
the Key Personnel, or if Supplier must replace Key Personnel due to death, illness or termination 
of employment with the Supplier, the Authorized User shall have the right to review the 
qualifications of and approve or disapprove the proposed replacement(s) for the Key Personnel. 
Any such replacement shall have substantially equivalent or better qualifications than the Key 
Personnel being replaced, and shall perform the Services in accordance with the warranties set 
forth in the Contract. Any replacement personnel approved by Authorized User shall thereafter be 
deemed a Key Personnel for purposes of this SOW and this SOW shall be deemed amended to 
include such Key Personnel. 
[Use only for time and materials SOWs] Supplier shall not charge Authorized User and 
Authorized User shall not pay for any proposed replacement Key Personnel while such 
replacement acquires the necessary skills and project knowledge to proceed with the Services 
required hereunder; however, such period of non-charge may not exceed twenty-eight (28) 
calendar days, but shall last for a minimum of fourteen (14) calendar days, after which time 
Authorized User shall pay for such Key Personnel if Supplier demonstrates to Authorized User’s 
satisfaction that such replacement has acquired the necessary skills and project knowledge to 
proceed with the Services required hereunder. 
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B. Project Manager 
Supplier shall designate one of the Key Personnel as Project Manager for providing the Services 
to the Authorized User. The Project Manager shall be familiar with Authorized User’s business 
operations and objectives, and shall perform the Services in accordance with the warranties set 
forth in the Contract. The Project Manager will participate with Authorized User in periodic review 
sessions and will provide, at the Authorized User’s request, detailed progress reports that identify 
completed tasks and the status of the remaining Services. 

11. RISK MANAGEMENT 
Risk is a function of the probability of an event occurring and the impact of the negative effects if it 
does occur. Negative effects include schedule delay, increased costs, and poor quality of 
deliverables. 

Depending on the level of risk of this project, as assessed by the Authorized User, this section may 
contain any or all of the following components, at a level of detail commensurate with the level of risk: 

i). Identification of risk factors. 
ii). Initial risk assessment. 
iii). Risk management/mitigation plan, including determination of roles and responsibilities of the 

Authorized User and Supplier. 
iv). Risk monitoring plan, including frequency and form of reviews, project team responsibilities, 

steering and oversight committee responsibilities, documentation. 

12. REPORTING 
The following are examples of reporting requirements which may be included in the Statement of 
Work by the Authorized User. [Note: In an effort to help VITA monitor Supplier performance, it is 
strongly recommended that the Statement of Work include “Supplier Performance Assessments”. 
These assessments may be performed at the discretion of the Authorized User and are not mandated 
by VITA.] 

Weekly/Bi-weekly Status Update. The weekly/bi-weekly status report, to be submitted by Supplier 
to the Authorized User, should include: accomplishments to date as compared to the project plan; any 
changes in tasks, resources or schedule with new target dates, if necessary; all open issues or 
questions regarding the project; action plan for addressing open issues or questions and potential 
impacts on the project; risk management reporting.  

Supplier Performance Self-Assessment. Within thirty (30) days of execution of the Statement of 
Work, the Supplier and the Authorized User will agree on Supplier performance self-assessment 
criteria. Supplier shall prepare a monthly self-assessment to report on such criteria. Supplier shall 
submit its self-assessment to the Authorized User who will have five (5) days to respond to Supplier 
with any comments. If the Authorized User agrees with Supplier’s self-assessment, such Authorized 
User will sign the self-assessment and submit a copy to the VITA Supplier Relationship Manager. 

Supplier Performance Assessments. The Authorized User may develop assessments of the 
Supplier’s performance and disseminate such assessments to other Authorized Users of the 
Contract. Prior to dissemination of such assessments, Supplier will have an opportunity to respond to 
the assessments, and independent verification of the assessment may be utilized in the case of 
disagreement. 

13. POINT OF CONTACT 
For the duration of this project, the following project managers shall serve as the points of contact for 
day-to-day communication: 

Authorized User: __________________________ 

Supplier: _________________________ 
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This Statement of Work is issued pursuant to and, upon execution, shall become an incorporated exhibit 
to the Contract. In the event of conflict, the following order of precedence shall apply: 

i). The Contract 
ii). This Exhibit D 
iii). The User Acceptance Test Plan 

 
By signing below, both parties agree to the terms of this Exhibit. 

Supplier Authorized User  

By: ________________________________ By: __________________________________ 

 (Signature)  (Signature) 

Name: _____________________________ Name: _______________________________ 

 (Print)  (Print) 

Title: ______________________________ Title: _________________________________ 

Date: ______________________________ Date: _________________________________ 
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